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1. PURPOSE. To establish policy/procedures encompassing a comprehensive consolidation of 
Federal, Navy and Naval Facilities Engineering Command Headquarters 
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2. CANCELLATION. NAVFACINST 465 1.4A of 28 Sept. 1984 is canceled in its entirety. 

3. ACTION. 

a. All NAVFACENGCOMHQ personnel and all personnel traveling at the invitation of 
NAVFACENGCOMHQ shall comply with the policies and procedures established in this 
instruction. 

b. Addressees will ensure individuals designated travel authority and/or responsibility 
understand and fully execute their duties. 

c. Designated funds approving officials (FAOs) will monitor and control travel funds, 
travel advances and travel claims. 

d. The Joint Travel Regulations (JTR), Volumes I and II, for military and civilian, shall 
be used in the absence of specific NAVFACENGCOMHQ travel guidelines or regulations. 

4. FORMS. Forms required by Headquarters personnel may be obtained from the 
NAVFACENGCOMHQ travel offke. 
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SECTION I - 

AUTHORITY AND RESPONSIBILITY 

1. RESPONSIBILITY AND APPROVAL OF TEMPORARY DUTY TRAVEL ORDERS. 
Authority to sign travel orders is subject to compliance with prior determinations and 
requirements prescribed in reference (a), the Joint Travel Regulations (JTR) Volumes I and II. 
Per reference (a), the Commander, Naval Facilities Engineering Command 
(NAVFACENGCOM) has been designated authority to issue civilian and military travel orders. 
(Due to the Navy’s critical shortage of appropriated funds, reference (b) designates, as a 
minimum, that all proposed travel be approved by an officer of flag rank. This instruction 
assigns responsibility to persons designated to act for the Commander, Naval Facilities 
Engineering Command.) 

2. Travel Reauesting Official. The travel requesting offkial is an employee’s supervisor, Branch 
Head, Division Director, or Department Director. In instances, this may be the traveler (e.g. 
SES, 06, Flag Officers). A travel requesting official is responsible for initiating a travel request 
and will ensure all required information is incorporated in the request. A request for travel is 
subject to approval or disapproval by the travel approving offkial. 

3. Travel Apnroving; Official. The travel approving officials (TAOS) for 
NAVFACENGCOMHQ are Directors, Executive Assistant to the Commander, Counsel and 
Deputy Counsel, Inspector General, Comptroller, and Special Advisors to the Commander. 
TAOS direct official travel, ensure travel is essential, ensure most economical means are being 
utilized and are responsible for approval or disapproval of travel requests. They are also 
responsible for the traveler’s timely submission of a voucher and the appropriateness of the items 
claimed. TAOS may “designate” supervisory GM/S-l 5 management officials to sign for them; 
however, the following procedures will apply: 

a. The TAO will provide the travel offke in writing the names of supervisory GM- 15 
managers authorized to sign as additional TAOS for their department. This designation should be 
done by official title rather than name to avoid updates. Personnel “designated” by the TAO will 
be referred to as a “designated travel approving official” and will be required to follow guidelines 
in paragraph 3b below. 

b. A “designated” TAO will be one level higher than the travel requesting official. The 
requesting official and the “designated” TAO may never be the same. 

4. Funds Approving Official. The Commander and the Comptroller approve the fiscal year 
travel budget for each Department and assign accounting classification to TAOS. TAOS will 
designate, in writing, to the Administrative Services Office (Code 9 15) funds approving officials 
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(FAOs) for their departments. Sample signatures of both the TAOS and FAOs must be provided 
at that time. Overall accountability for travel funds will remain at the travel approving/directing 
official level. However, FAOs will provide accounting citations and execution status of travel 
dollars to the travel approving official. Each FAO will be responsible for the following: 

a. Accurate accounting citations within his/her assigned Department. (The Comptroller 
will validate lines of accounting in the Automated Travel Order System (ATOS) at the beginning 
of each fiscal year before FAOs are authorized to issue travel orders.) 

b. Management of travel budget dollars to ensure: 

(1) Allocated amounts are not exceeded. 

(2) The most economical travel options are being utilized. 

(3) Unmatched travel obligations are reviewed and data/information provided to the 
Financial Management Branch of the Comptroller’s office to initiate necessary corrections to 
official accounting records. 

(4) Outstanding travel claims for department employees are promptly filed. 

(5) The Financial Management Branch of the Comptroller’s office is promptly advised 
when unliquidated obligations can be closed out. 

5. Order-Authorizing or Authenticating Official. The Commander, Naval Facilities Engineering 
Command, designates the Comptroller, who in turn designates the Director, Administrative 
Services Division, as the order-authorizing official for NAVFACENGCOMHQ. The 
order-authorizing official is responsible for authenticating travel orders. A travel order is not 
official until it is released by this person. The order-authorizing offkial is responsible for 
establishing cost effective guidelines and providing assistance to NAVFACENGCOMHQ and its 
field activities related to travel management. In the Director, Administrative Services Division’s 
absence, the following are designated to sign as alternate order-authorizing officials: 

a. Head, Administrative Support Branch 

b. Travel Specialist, Administrative Support Branch 

c. Management Assistant, Administrative Support Branch 
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6. Travel Office. The Travel Office, Administrative Services Division, is the central point of 
contact for NAVFACENGCOMHQ travel orders and claim processing. The Administrative 
Services Division, Administrative Support Branch, and the Travel Office are responsible for the 
following: 

a. Serving as travel liaison between NAVFACENGCOMHQ and the Personnel Support 
Detachment (PSD) and Commercial Transportation Office (CTO). 

b. Providing travel policy, guidelines, advice, and information to NAVFACENGCOMHQ 
employees and field activities. 

c. Coordinating all travel orders for NAVFACENGCOMHQ including the following: 

(1) Maintaining the Automated Travel Order System (ATOS) for the Command. 

(2) Maintaining fiscal year files of all travel orders by codes. 

(3) Distributing airline and AMTRAK tickets, rental car reservations, and itineraries. 

(4) Processing travel claims through PSD. (FAOs are responsible for timeliness of 
claims.) 

(5) Providing copy of travelers’ orders, amendments and settlement claims to the 
Financial Management Branch of the Comptroller’s office for use in transmitting accounting data 
to STARS system (O&M,N) and FIS.2 system (SIOH). 

7. Command Review of Funds Administration. A review and comparison of FAO records are 
required to ensure that accounting data is accurate and unliquidated obligations and outstanding 
travel advances are properly closed out. It is the responsibility of the traveler to provide a copy 
of the paid travel voucher to the FAO in order to update the ATOS. 
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SECTION II ’ 

PROCEDURAL GUIDANCE AND REQUIREMENTS 

1. Reauirements. The procedures specified herein apply to Department of Defense (DOD) and 
contract personnel, Federal and non-DOD personnel engaged in invitational travel, certain 
National Guard technicians, intermittently employed consultants and experts. Volumes I and II 
of reference (a), applicable to military personnel and DOD civilians respectively, implement U.S. 
pertaining codes and the executive regulations outlined thereunder, providing per diem, travel, 
and transportation allowance status to all travelers. Reference (a) is the sole entitlement 
implementation for DOD components, excluding only those employees appointed under Section 
625(d) of the Foreign Assistance Act of 1961, 

2. Policy. The following policies shall be strictly adhered to: 

a. TAD/TDY travel shall be approved only for mission oriented travel. 

b. Military and Civilian personnel shall use government quarters whenever possible. 

c. NAVFACENGCOMHQ travel funds shall be used for NAVFACENGCOMHQ official 
business. 

3. Resnonsibilitv. 

a. NAVFACENGCOMHQ officials who authorize, direct, review, certify, or manage 
travel expenses shall exercise reasonable economy in all matters involving travel funds. 

b. Anticipated results from travel shall justify projected costs. 

c. Travel that provides a cost advantage to the government shall be used. 

d. Travelers will exercise restraint in incurring travel expenses, and minimize circuitous 
routes, delays, luxury accommodations, etc. 

4. Travel Tvue. Mission travel is defined as follows: 

a. Administrative Travel. Travel not directly related or essential to the performance of a 
government program or mission. Examples of administrative travel include: 

(1) Conferences, meetings, retreats, or symposiums. 
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(2) Training courses that are not specific requirements for job performance. *- 

(3) Visits to activities for general surveillance or familiarization. 

b. Mission Essential Travel. Travel directly related and essential to the performance of 
the activity mission. 

c. Training Travel. Travel to attend training courses required for job performance. 

5. Attendance at Conferences. Reference (c) provides policy, approval authority, and procedures 
for requesting attendance by military and civilian personnel at either NAVFACENGCOM or 
non-NAVFACENGCOM sponsored conferences, meetings, etc. When a registration fee is 
involved, travel orders shall be processed concurrently with “Request and Approval for 
Attendance at Meetings”, NAVSO Form 12000 (Exhibit l), which requires, in blocks #13(a) and 
#20, approval by the prescribed authorities. (Note: For conferences held within the local 
commuting area, travel-orders are not required.) 

6. Transient Lodging; Policy. The following policy/procedures apply to all Navy military and 
civilian personnel on official government travel: 

a. Reference (d) specifies that lodging reservations must be made through the 
Commercial Travel Office (CTO). 

b. Per reference (e), order writing authorities shall ensure maximum use of government 
quarters in connection with temporary duty. The definition of government quarters is expanded 
to include Navy lodges. 

c. Reservation at a Navy BQ is first preference; Navy lodge is second preference; 
commercial lodging is last preference. 

d. If traveling via Privately Owned Vehicle (POV), traveler will contact SAT0 at 1-800- 
576-9327 for lodging reservations. 

e. If a reservation at government quarters is not available, a Certificate of Non- 
availability (CNA) must be issued by the BQ handling the request; the CT0 will print the CNA 
number on the itinerary/invoice which must be filed with the traveler’s claim. (See par. 23, 
Travel Claims Procedures, below.) 

f. When no government quarters exist, travel orders must be so endorsed by the 
originating command, citing reference (f) as authority. 
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g. If a CNA has been issued, the CT0 will secure commercial lodging accommodations 
for the traveler. 

h. Reservations will be booked and CNAs issued no earlier than 45 days in advance of the 
travel. 

i. Those who make travel arrangements must notify the BQ of any change in travel plans 
as soon as possible. They must also alert the BQ if traveler will be arriving after 1800 hours. If 
reservation is not coded for late arrival, it will be released after 1800 hours for walk-in or space 
available customers. If the traveler arrives late and the room has been released to another 
customer, the traveler will receive a one day CNA and will occupy the BQ for the remainder of 
the original reservation. It is ultimately the responsibility of the traveler to ensure that 
cancellations or modifications to reservations are made. 

7. Travel Order Reauirements. In block #24 of the travel order, DD Form 1610 (Exhibit 2), the 
following statements m appear: 

a. “Submit voucher to NAVFAC travel office within 5 days after completion of travel.” 

b. “Variation authorized.” (This statement will cover any change in schedule during the 

trip.) 

c. “Official telephone calls authorized.” If the traveler expects reimbursement for official 
telephone calls charged during TAD/TDY, he/she must fill out an Official TAD/TDY Telephone 
Certification form (Exhibit 3) and have his/her supervisor sign block #6 of the travel voucher, 
DD Form 135 l-2 (Exhibit 4). 

Other statements regarding quarters, transportation (including taxis), registration fees may also 
be included in block #24. 

8. Government Quarters. 

a. Reference (a) specifies that per diem rates shall be paid at the “government quarters 
available” rate whenever such quarters are adequate, available and appropriate., 

b. Travel orders for TAD/TDY at a military installation shall be written to the activity 
and not the city or area. In addition, per reference (e), each travel order requires one of the 
following statements: 

(1) “Gov’t quarters, per BUPERINST 11103.1 C, not available.” Use when there are 
no quarters at traveler’s destination. 
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(2) “Use of BOQ is encouraged but not required.” Use when the BOQ is morethan a 
30 minute rush hour commute from traveler’s destination. 

(3) “Traveler will obtain certification for availability of BOQ/BEQ.” Use when 
traveler needs to submit a travel request but is unable to get BOQ confirmation. A reservation or 
a Certificate of Non-Availability (CNA) must accompany any claim. 

(4) “Use of Gov’t quarters would adversely affect assigned mission.” Use when 
function is being held at a hotel conference center where traveler is required to stay instead of at 
an available Bachelor Quarters (BQ). Note: If the traveler is proceeding to a conference/meeting 
in a hotel where the host has contracted for a block of rooms, there is no need to contact the CT0 
for lodging. 

9. Rates for Travel. Two types of rates may occur, depending on the destination: 

a. Per Diem Rates. All geographic locations warrant computation of special local rates, 
which are stated in’reference (a). The rates shown are the highest allowable. Generally, federal 
employees are not exempted from paying state and local lodging taxes incurred while on official 
business; therefore, they must determine the total lodging cost including taxes when making a 
hotel reservation (in order to stay at or below the allowable per diem rate). 

b. Actual Expenses. On rare occasions, travel is to one of a few high cost areas that 
warrant computation of actual expenses. After meeting the conditions per reference (a), actual 
expenses in these cases shall be itemized on a daily basis on a DD Form 135 l-3 (Exhibit 5), with 
receipts for lodging required. A memo requesting actual expense allowance (AEA) 
authorization, which includes all the data listed on Exhibit 5(a), must be submitted, along with 
the completed travel claim, to the NAVFACENGCOMHQ travel office for processing. Once the 
actual expense is authorized, the travel office will file the claim. 

10. Travel Advances. 80% advances for non-frequent travelers (those who travel only once a 
year) may be obtained if the traveler’s request for travel orders is in the Travel Office at least 7 
working days before the trip begins and block #24 contains the statement, “Non-frequent 
traveler; 80% advance from PSD authorized.” 

11. Invitational Travel Orders. The following conditions apply to invitational travel orders: 

a. Only when it is advantageous to the Navy are they issued to university offtcials, 
representatives of industry, or other individuals who visit NAVFACENGCOM activities or other 
locations to observe lectures, participate in conferences, or for other purposes listed in reference 

(a). 
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b. Invitational travel orders are funded by the NAVFACENGCOM program benefited by 
the travel. 

c. They are prepared, approved, and issued on NAVSO Form 4650/10 (Exhibit 6). 

12. Direct Cite. The FAOs of each code may approve NAVFACENGCOMHQ travel funds to 
support other Navy and DOD travelers in accordance with this instruction. After the FAO has 
entered the accounting data, fund cite, travel order number and estimated cost, the sponsoring 
code shall forward a request for approval of the fund citation and travel order number for 
TAD/TDY travel (Exhibit 7) to the Travel Office. After the travel manager checks, approves, 
and signs the request, the sponsoring code will provide the travel request data to the non- 
NAVFACENGCOMHQ traveler for use in preparing travel orders. 

13. Leave in Connection with Travel. Annual leave may be authorized, at supervisory 
discretion, before, during or after TAD/TDY if the purpose of the TAD/TDY is not affected. 
This leave will be recorded in block #8 of the settlement voucher and must be stated in block #24 
of the Travel Order. TAD/TDY must originate from the Permanent Duty Station and terminate 
there unless a person is on leave away from home and is required by his/her supervisor to make 
an emergency business trip originating from the leave location. 

14. Modes of Travel. The mode of travel selected shall be on the basis of “most advantageous 
to the government.” When traveling, consider deadlines to be met to accomplish the mission, the 
distance and number of points to be visited, and the COST. 

a. Air. Only common carrier approved airlines and routes shall be used. If, due to 
operational commitments, the traveler uses a non-contract carrier, the statement “$ contract 
air fare does not meet mission requirement; the command is aware of $ fare being 
utilized”, must appear in block #24. Additional specific justification for using the non-contract 
carrier is required on separate paper to be submitted with the orders. 

b. Train. If it is more advantageous to the government for the traveler to accomplish the 
mission via train, train travel may be authorized for coach class. 

c. Privately Owned Vehicle (POV). POV travel by owner or as a passenger shall not be 
directed; however, the use of this travel should be encouraged when advantageous to the 
government. Reimbursement rates are per reference (a). 

d. Use of Rental Vehicles or Special Conveyance. Per reference (a), rental vehicles may 
be authorized in travel orders when justified. The traveler must make the reservation through the 
CTO. Approval for the rental car must be stated on the signed travel order. In addition, if two or 
more travelers are going to the same destination concurrently, only one vehicle shall be 
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unless otherwise approved. First consideration in selection of commercially rented vehicles must 
be to those available under GSA contract. A NAVFACENGCOMHQ traveler is always 
authorized to rent a compact car except in the following instances: 

(1) The traveler is a GM/S- 15 or an O-6 or higher grade/rank, in which case an 
intermediate car is authorized. 

(2) A traveler who is larger than average (e.g., over six feet tall) is also authorized an 
intermediate car. 

(3) The traveler is driving a distance greater than fifty miles to reach the 
TAD/TDY/TDY destination, in which case an intermediate car is authorized. 

(4) The traveler is taking more than one other passenger with him/her, in which case 
an intermediate or larger car is authorized depending on the number of passengers. 

When a traveler does not obtain a rental car through the CTO, reimbursement is limited to the 
actual cost of the rental vehicle not to exceed the cost had the vehicle been obtained through the 
CTO. 

The cost of purchasing extra collision insurance in CONUS, Alaska, Hawaii, Puerto Rico, and 
territories and possessions of the U.S. is not reimbursable. However, reimbursement & 
authorized for extra collision insurance obtained outside the above stated areas. 

When the traveler is driving during any part of his/her trip, the remark, “Driver is traveler.” & 
one of the following statements m be included in block #24: 

(1) “POV authorized to/from in/around TADITDY area.” Use when traveler is 
driving own car to TAD/TDY site. 

(2) “Rental car authorized in/around TAD/TDY area.” Use when traveler is renting a 
car to use while at TADITDY site. 

(3) “Rental car authorized to/from in/around TAD/TDY area.” Use when traveler is 
driving a rental car to the TAD/TDY site. 

e. Taxicabs. Use of taxicabs shall be approved in travel orders when cost effective; they 
shall not be permitted when government-owned or leased carriers are available. Reimbursement 
for taxicabs shall be limited to limousine cost, unless the traveler furnishes a statement as to the 
impracticality of use. 
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15. Procedures for HandlinP of Promotional Items Received from Public Carriers. Travelers 
who receive ticket discount certificates or coupons from commercial carriers shall return them 
within ten days to the local disbursing officer, along with travel claims (DD Form 135 l-2) for 
disposition. The disbursing officer shall provide each traveler a receipt for all tickets/coupons 
turned in. Official travelers may accept and retain the following promotional benefits offered by 
airlines that cannot be used by the Navy: 

a. Free upgrade of service to “First Class”, membership in clubs, and check cashing 
privileges. However, this shall not be construed as permission for the purchase of a first class 
airline seat at Government expense. Approval authority for such purchase is specifically 
reserved to the Secretary of the Navy. 

b. Unsolicited promotional items of nominal value such as pens, pencils, calendars or 
other such items. 

16. Prolonged Civilian Temnorarv Dutv Assignments. Approval for TAD/TDY assignments in 
excess of six months shall be made by the Vice Commander and maintained by the travel office. 
Prolonged civilian temporary duty assignments shall be limited to mission accomplishment for 

which there is no alternative method of performance and shall be restricted to the minimum time 
necessary to accomplish the mission. 

17. No-Cost Travel Orders. No-cost travel orders, with or without charge to leave, may be 
authorized when employee travel is of benefit to NAVFACENGCOMHQ but is not of sufficient 
priority to warrant the expenditure of funds. Examples include: invitations to speak at a meeting 
of a professional society, attendance at a ship launching, or conducting NAVFACENGCOM 
business concurrent with a holiday. The travel order will indicate that the travel is at the 
employee’s request and that no accounting citation is involved. 

18. Uniforms. Military personnel shall wear the appropriate authorized uniform when traveling 
on DOD aircraft, except when civilian clothes are specifically authorized in the travel orders. 
Civilian clothing may be worn when traveling by other modes of transportation. 

19. Foreign Travel Briefing/Debriefing and other Visit Reauirements. 

a. Anyone having access to classified material who will be traveling to or through 
Communist controlled countries or attending a meeting where representatives of such countries 
are expected to participate shall contact the Command Security Manager to obtain a foreign 
travel briefing, as well as an anti-terrorist briefing, as required by reference (g). 

b. Personnel anticipating the need for access to classified material or space during travel 
shall prepare OPNAV Form 5521/27, “Visit Request” (Exhibit 8), and route it to the Command 
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Security Manager for processing. Travelers who must hand-carry classified material must 
contact the Command Security Manager as soon as the requirement is known. 

20. Area Clearance for Overseas Travel. Per reference (h), travelers shall obtain area clearance 
for official TAD/TDY travel outside CONUS by submitting requests at least 30 days before 
departure to allow for processing and coordination with U.S. diplomatic and consular missions. 
The approval authority and the traveler assume this responsibility. Military Air Transportation 
(MAC) will be used whenever possible. 

2 1. Passuorts. Visas. and Immunizations. 

a. Passports. No-fee passports are issued to active duty military personnel and DOD 
civilian employees on official travel abroad. Generally, passports for civilian personnel are 
required for official overseas travel other than to a U.S. Territory or Possession. 

b. Visas. Visas are required for certain countries in addition to a passport. They are 
requested through the Travel Office as part of the orders approval process and will be affixed to 
the passport by the embassy or consulate of the country to be visited. 

NOTE: Passport and visa application services are provided by the Personnel Support 
Detachment (PSD), Navy Passenger Transportation Office, Crystal Mall 3, Room 117, telephone 
607-0361. Travelers shall use DD Form 1056, “Authorization to Apply for a No-Fee Passport 
and/or Request for Visa” (Exhibit 9), which shall be approved by the Director, Administrative 
Services Division. First time passport applicants must submit a completed DSP 11 (Exhibit 10); 
application for passport renewal must be completed on a DSP 82 (Exhibit 11). Processing time 
for passports is four weeks after receipt of the approved form by PSD. Rush requests will be 
accompanied by an explanatory memo providing the data requested in Exhibit 9(a) and signed by 
a flag officer or an SES. 

c. Immtmizations. The approving official and the traveler have the primary responsibility 
for ensuring that any immtmizations required are obtained from the nearest government medical 
facility prior to departure. 

22. North Atlantic Treatv Organization (NATO) Travel Orders. Per reference (i), the 
Commander or Vice Commander shall, upon authorization to travel to or within a NATO 
country, attach a NATO Travel Order. 

23. Travel Claims Procedures. 

a. Per reference (j), in submitting a travel claim for settlement action, the traveler must 
include the following items: 

12 



NAVFACINST 465 1.4B 
FAC 915 
27 September 1996 

(1) The original and two copies of the DD Form 1351-2 (the travel voucher) and (if 
needed) the voucher continuation page, DD Form 135 l-2C (Exhibit 12). 

(2) The original and two copies of the travel order, DD Form 1610. 

(3) The original copy of the CT0 itinerary/invoice endorsement must be attached to 
the back of the original DD Form 1610. 

(4) The original receipts for all items of $75.00 or more. Receipts are required for all 
lodging and car rentals regardless of cost. (Note: Charge card receipts are not acceptable.) The 
receipts must be taped to a sheet of 8 112” x 11” paper and free of staples. 

b. The following may also be included in the travel claim packet: 

(1) NAVSO Form 12000, “‘Request and Approval for Attendance at Meetings” 

(2) The Official TAD/TDY Telephone Call Certification sheet. (Be sure that 
supervisor has signed block #6 of the travel voucher.) 

(3) Other receipts as required. 

24. Canceled Travel Orders. 

a. When a trip for which travel orders have been issued is canceled, it is the responsibility 
of the person who made the travel reservations (air, rail, rental car, BOQ, etc.) to cancel those 
reservations. It is not the Travel Off&z’s responsibility. 

b. The original travel order packet must be returned to the Travel Office. The Travel 
Office will then take the following steps: 

(1) Stamp the original travel orders “canceled”. 

(2) If no tickets or advance check were issued with the travel orders, the canceled 
original orders will be filed with the travel request, and copies of the canceled orders will be sent 
to the Financial Management Branch of the Comptroller’s office and the FAO for the traveler’s 
code. 

(3) If tickets and/or an advance check were issued with the travel orders, the Travel 
Office will make copies of the canceled orders for the Financial Management Branch of the 
Comptroller’s office, the FAO for the traveler’s code, and the travel file. If the advance check has 
been cashed, the traveler will write a check, payable to PSD Crystal City, for the advanced 
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amount and submit it to the travel office with the canceled orders and tickets. The packet-of 
original travel orders, tickets, and advance check will be sent back to PSD for disposition. When 
PSD returns the canceled original orders to the Travel Office, they will be tiled with the travel 
requests. 

25. Permanent Change of Station (PCS) Orders. 

Use DD Form 1614 (Exhibit 13) for civilian permanent change of station moves. Entitlements 
are as follows: 

a. Mileage 
b. Per Diem 
c. Shipment of household goods 
d. Temporary quarters for 60 days 
e. Storage of household goods for 90 days 
f. Miscellaneous expenses 
g. Real estate purchase and sale 
h. House hunting 

The Temporary Quarters Subsistence Expense (TQSE) worksheet (Exhibit 14) is an aid in 
keeping track of everyday PCS expenses. 

The NAVFACENGCOMHQ travel office provides assistance pertaining to PCS moves. 
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SECTION III . 

LOCAL TRAVEL GUIDANCE AND PROCEDURES 

1. Definition. Local travel is travel that is officially authorized for the conduct of government 
business within the commuting area as defined in reference (k). Local travel does not require the 

issuance of travel orders. 

2. Per Diem. Per diem may be authorized for official travel within the commuting area provided 
the destination is beyond the limits of the traveler’s official duty station & the specific criteria 
set forth in reference (a) are met. 

3. Mileage Reimbursement. Personnel who are approved to use their privately owned vehicles 
(POVs) to travel to a temporary alternate work site within the local area (e.g., for training) may 
be reimbursed for mileage that exceeds their normal commuting distance i.e., for the mileage that 
exceeds the distance from their place of residence to their principal duty station. 

4. Claims. Requests for reimbursement of local travel expenses shall be submitted on an SF 
1164 (Exhibit 15). Expenses are limited to those actually incurred. The SF 1164 cannot be used 
to receive reimbursement for trips outside the local commuting area (e.g., Norfolk) or for other 
miscellaneous expenses (e.g., the development of film or the purchase of supplies). The SF 1164 
must be signed in block #8 by the supervisor and in block #9 by the funds approving official. It 
must contain a justification statement for the trip and the correct line of accounting. 

5. Registration Fees. The SF 1164 (Exhibit 15) may be used for reimbursement of registration 
fees for attendance at conferences within the local commuting area provided it is accompanied by 
a properly executed NAVSO Form 12000 (Exhibit 1) and a receipt for the registration fee. 

6. Metro Usage. The Metro system provides efficient, low-cost travel to many locations within 
the Washington, DC area. Each Department has Metro passes available for travel within the 
local commuting area (see Section VI for more details). To the extent possible, the Metro system 
should be used rather that POVs. When the SF 1164 (Exhibit 15) is submitted for reimbursement 
of POV expenses to a location served by Metro, a statement explaining why POV was used must 
be attached. 

7. Motor Pool. Motor Pool cars are only available to GM/S-15 and O-6 or higher personnel. 
Contact the Travel Office for reservations. 
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SECTION IV ‘ 

USE OF GOVERNMENT TRAVEL CHARGE CARD 

1. Card Eligibilitv And UsaPe. 

a. Per reference (a), military and civilian personnel whose duties require the performance 
of TAD/TDY travel at least twice a year and whose grade/rank is at least a GS-9/E-7 are eligible 
to receive the government travel charge card. 

b. Individuals who meet the qualification criteria should pick up a government travel 
charge card application package from the Command’s government travel card coordinator located 
in the Administrative Services Division. 

c. Reference (1) mandates that cards issued under this program shall be used only for 
legitimate and allowable expenses incurred in connection with officially authorized government 
travel, i.e., TAD/I’DY. This includes meals, lodging, car rentals and other car expenses. 

d. Cards issued under this program may not be used for personal purposes. The 
Command’s charge card coordinator is required to review the monthly printout of charges made 
to the government travel charge card and to contact employees, by memo (with a copy to their 
supervisors), about those charges that do not appear to be related to official travel. Continued 
improper use of the card may lead to its cancellation and possible adverse personnel action. 

2. Use of the Charge Card to Obtain Authorized Advances from Automatic Teller Machines 
[ATMs). 

a. Per reference (m), all frequent travelers (those who travel more than once a year) shall 
obtain their travel advances with their government travel charge cards. Advances may be 
obtained at any ATM world-wide that accepts the American Express (AMEX) card. (PIN 
required.) 

b. Advances are limited to 100% of out-of-pocket expenses. Meals and incidental 
expenses (M&IE), e.g., expenses for taxis, tolls, parking fees, or registration fees, constitute out- 
of-pocket expenses. 

c. ATM withdrawals are limited to the authorized advance amount shown on the travel 
order, rounded up as required by the ATMs. 
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d. Travel advances may be withdrawn from an ATM nomore than 5 days before-travel 
begins and cannot be obtained after the last day of travel. 

e. Withdrawals are limited to $600 per month. 

f. For each advance withdrawn, AMEX will charge a 2.75% transaction fee. The bank 
may also charge a transaction fee. Both fees are reimbursable when included on the travel claim. 
Receipts are not required to support the AMEX and bank transaction fees. 

3. Payment Requirements and Delinauencv Policy. 

a. Payment for all charges is due upon the card holder’s receipt of the monthly billing 
statement. 

b. The collection procedures for delinquent accounts are summarized below: 

(1) 60 davs past due (3rd billing): The government travel charge card contractor can 
initiate card suspension on or after the 60th calendar day from billing date for non-payment of 
undisputed amounts. The contractor will notify the card holder in writing at least 10 working 
days prior to suspension. 

(2) 120 days past due: The card contractor can initiate card cancellation for non- 
payment of bills. This can occur only after suspension procedures have been accomplished. The 
command coordinator and card holder must be notified of the impending cancellation action. The 
command coordinator has 10 working days after notice of the impending cancellation to notify 
the contractor of any extenuating circumstances for which the card should not be canceled; the 
card holder has the same 10 days to pay the account in full; otherwise the account will be 
canceled. A canceled account can only be reinstated with the approval of the command 
coordinator. 

(3) 180 davs past due: The government charge card contractor refers the case to a 
collection agency or an attorney. 

4. Leaving NAVFACENGCOMHQ. 

a. Personnel (both military and civilian) who are departing from NAVFACENGCOMHQ 
must check out through the Command’s government travel charge card coordinator. 

b. Those leaving the Department of the Navy (e.g., transfer to another agency, resign, or 
retire) must surrender their government travel charge card. The Command coordinator is 
responsible for canceling these accounts. 

17 
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<. _- 

c. Personnel transferring to an activity within the Department of the Navy will have 60 
days in which to transfer their account to their new Navy activity. After 60 days, the Command 
coordinator will notify the government travel card contractor that the individual is no longer 
working at NAVFACENGCOMHQ. 

d. When personnel khose cards have been canceled transfer to another Navy activity, that 
activity will be notified by the NAVFACENGCOMHQ coordinator of the cancellation. 

5. Headouarters Program Coordination. 

a. Program coordination responsibilities at NAVFACENGCOMHQ have been assigned 
to the Administrative Services Division. 

b. The Program Coordinator will provide appropriate written notification to charge card 
holders (and, in some cases, to their supervisors) on issues related to compliance with charge 
card usage requirements. This would include the following: 

(1) Validating on an annual basis that charge card holders continue to meet “frequent 
traveler” criteria. 

(2) Advising personnel leaving Headquarters for another Navy activity that they have 
60 days to transfer their card prior to its cancellation. 

(3) Advising card holders of their possible inappropriate use of the charge card. 

(4) Notifying card holder that his/her account has been identified by American Express 
as being 60 days past due. 

(5) Informing the impacted employee’s supervisor of the 60 day delinquency. 

(6) Notifying the card holder’s supervisor when the card holder’s charge card is being 
considered for cancellation because of a delinquency in excess of 120 days. 

c. The Administrative Services Division will ensure that card holders are notified as soon 
as significant program changes occur. 
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SECTION V * 

OBTAINING AND USING TELEPHONE CALLING CARDS 

1. Cards The AT&T Federal Calling Card is issued for travel within the United States. The 
MCGS Calling Card is available for those traveling to foreign countries. 

2. Use of Telenhone Calling Cards. 

a. NAVFACENGCOMHQ issued telephone calling cards shall be used in conjunction 
with official business when the authorized credit card holder is away from his/her permanent 
duty station on official government business and established government lines are not available. 
Calling cards shall not be used to make calls from the permanent duty station. 

b. Telephone calling cards will be issued, upon request, to frequent travelers on an ‘as 
needed’ basis. These requests must be in writing, provide appropriate justification, and be signed 
by the traveler’s supervisor. 

c. The appropriateness of calls made using the telephone calling card will be certified by 
each code’s resource manager as part of the monthly telephone bill review. 

d. When the card is obtained from the Administrative Services Division, the record of 
receipt must be signed by the user or an officially designated code representative. 

e. Training for holders of telephone calling cards will be provided as needed by the 
Administrative Services Division. Office of Counsel will also include a section on abuse of 
telephone calling cards in the Code of Ethics/Standards of Conduct briefings. 

f. Personnel (both military and civilian) who are departing from NAVFACENGCOMHQ 
must check out through the Command’s telephone calling card coordinator. The Command 
coordinator is responsible for canceling these accounts. 
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SECTION VI c_ *- 

USE OF METRORAIL FARE CARDS FOR TRAVEL ON OFFICIAL BUSINESS 

1. Action. 

a. The Administrative Services Division shall: 

(1) Procure fare cards based on projected and known requirements. 

(2) Number all cards sequentially, stamp them to read “Government Property,” and 
record the information on an inventory log. 

(3) Issue numbered fare cards in blocks to code custodians and record and maintain 
the information on the Metrorail Fare Card Log (Exhibit 16). 

(4) Collect unused portions of cards from custodians on a regular basis for return to 
the Washington Metro Transit Authority for credit. 

(5) Collect and review individual code logs. 

(6) Ensure that fare cards and logs are locked up at all times. Fare cards will only be 
distributed to custodians/alternates. 

b. Directors shall: 

(1) Submit the names of primary and alternate fare card custodians for their areas of 
responsibility to the Administrative Services Division and upon transfer or reassignment of the 
primary or alternate custodian, notify Administrative Services of their replacement. Exhibit 17 
provides a sample designation memo. 

(2) Ensure that fare cards are kept locked up at all times and are used only for official 
government business. 

c. Primary custodians shall: 

(1) Obtain, based on projected usage, a month’s supply of fare cards from the 
Administrative Services Division travel office and, at the same time, return unused portions of 
fare cards previously received using NAVFAC Forms 4650/6 and 4650/5 (Exhibits 18 & 19). 
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(2) Issue fare cards to code personnel when and as appropriate. 

(3) Account for fare cards in their custody and submit a report to the Administrative 
Services Division travel office when requesting new cards. 

(4) Keep numbered fare cards in locked, unclassified storage containers at all times. 

(5) If possible before their absence, temporarily transfer all fare cards on hand to the 
alternate custodian by signature receipt, using the Metrorail Fare Card Log (Exhibit 16). 

d. Alternate custodians’ responsibilities shall be the same as those of primary custodians. 

e. Fare card users shall, upon receipt of a fare card, sign the Fare Card Log (Exhibit 19) 
and return the fare card (when a balance remains) to the code custodian. 

2. Individual Resnonsibilitv for Lost or Damaged Cards. Any user or custodian who loses or 
damages a fare card shall reimburse the Administrative Services Division for the dollar amount 
remaining on the card by purchasing a new card. 

3. Training. All custodians/alternates shall receive training from the Administrative Services 
Division travel office. 
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SECTION VII . 

EXHIBITS 

1. NAVSO Form 12000, “Request and Approval for Attendance at Meetings” 
2. DD Form 16 1 O-A, “Travel Order Authorization for DOD Personnel” 
3. “Official TADiTDY Telephone Call Certification” 
4. DD Form 135 l-2, “Travel Voucher or Subvoucher” 
5. DD Form 135 l-3, “Statement of Actual Expenses” 

(a). List of data to include in an Actual Expense Allowance Authorization request 
6. NAVSO Form 465000, “Department of the Navy Invitational Travel Order” 
7. Direct Cite Request Form, “Fund Citation and Travel Order Number for TAD/TDY Travel” 
8. OPNAV Form 5521/27, “Visit Request” 
9. DD Form 1056, “Authorization to Apply for a No-Fee Passport and/or Request for Visa” 

(a). Sample memo of data to include in a rush passport request 
10. DSP 11, Passport Application (first time) 
11. DSP 82, Passport Application (renewal) 
12. DD Form 135 l-2C, “Travel Voucher Continuation Sheet” 
13. DD Form 1614, “Request and Authorization for DOD Civilian Permanent Duty Travel” 
14. Temporary Quarters Subsistence Expense (TQSE)/Foreign Transfer Allowance (SE) 

Worksheet 
15. SF 1164, “Claim for Reimbursement for Expenditures on Official Business” 
16. Metrorail Accountability Inventory Log 
17. Sample memo for Appointment of Metrorail Fare Card Custodian/Alternate 
18. NAVFACForm 4650/6, Report of Reimbursement/Issuance 
19. Metrorail Fare Card Log for Individual Code Custodians 
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REQUEST AND APPROVAL FOR ATTENDANCE AT MEETINGS 
NAVS0 lZON!Z IRw. 1.76) S/N @lULF-WMOO 

, *m,“ITY AND ADDRESS 

Authorization is requested for orretvlance at a meeting by proposed personnel. The criteria for attendance at and parricipotion in meetings as WI /orth ill (‘M+fI 
410.8 for civilian personnel and SecNavhrst 4651 8H for military personnel have been met 

PART I - MEETIN’G INFORMATION . 
_ 

4 oFCICI*L TITLE AND OCJJECTIYI OF YEETlNa ,I,ruh allrar”tenlmr, ,conunneon be* ,,Iwnuy, I 

t 

.7 S”S,EcT MATTER CATEliORIES. CUM! 4la 

MANAGEMENT OR SuPERVlSlON 

9 SERIES/GRADE 10. NAME AND PAYROLL TITLE 
SERVICE/RATING (r/military. @ve organimtiotkd title) 

(RANK) ,ur nlMI for #mlr(orul Mawr, 

WITHIN SPECIALIZATION 

I WCL”SIVE DATES OF MEETING: 

FROM: TO: 

11. ESTIMATED COST TO THE NAVY 

a. 

b 

TOTAL ESTlYAlEO COST 

ESTIMATE PER PERSON 

l7n8.-.wdmnnftkm Volll 

REGISTRATION . . . 

TRAVEL 

PER OlEM . . . 

OTHER . . . 

TOTAL PER PERSON 

s 

5 

FA”T,C,PA,ING OWE OF .A”TICl.AT,ON 

c 

PART II - AUTHORIZATION TO ACCEPT PAYMENT (To be completed if applicable - Civilians only) 

Authorization to accept payment from a Non-Government source in connection with this meefhzg is requested The criteria OS set forth in CMMI 410 7 have been met 

9. NAME. l AVROLL TITLE. GRADS OR RAT,NO OF CIVILIAN EMFLOYEE,S, 

l”lS 0”OANIZATION IS NOT INCLUOED IN ATTO”NLY GENERAL’S LIST OF S”*VCRSIVE 
URBANIZATIONS IIF DIFFERENT FROM ITEM 61 

I& AMOUNT AND NATVRE OF PAYMENT 

u I THE “EIIIFICATION OSTAINED PROM THE INTERNAL REVENUE SERVICE CONCERNlNG 
THE TAX EXEMFT STATVS OF THIS OROANIZATION If ATTACHED ,NCF I .W 7, 

t7 wfwos~ *OR WHICH PAYMENT IS TO BE USED 

PART III ACTION BY APPROVING AUTHbRlTY 
(hy change made in PARTI rho&d be exphined under CW~Eh’TW 

18 AUTHORIZATION IS HEREBY GAANTEO FOR III 
ATTENDANCE AT MEETlNG ACCEFTANCE OF CA”MENI 

I 

EXHIBIT 1 - 
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TRAVEL ORDER AUTHORIZATION FOR DOD PERSONNEL 

(Reference: 
TDY (CIVILIAN) TAD (MILITARY) 

Joint Travel Regulations/Joint Federal Travel Regulations) 
TA STRIP 

l.NAME (Last, First, Middle Initial1 2. FREQUENT TRAVELER 3. SSN 4: DATE OF REQUEST 

YES 1x1 NOI I 

5 TITLE AND GRADE OR RATING 

u7. PERMANENT DUTY STATION Naval Facilities Engineering Chd 
200 Stovall St., Alex., VA 22332 

TYPE OF ORDERS 

SINGLE ! x1 GROUP [ I OTHER t I 
11 12. SECURITY CLEARANCE 

TDY [ 1 TAD [Xl SECRET 
14. PROCRED O/A (Date) 15. REXURN DATE 

[ I DIRECTED 
[xl AUTHORIZED 

16 ITINERARY 

1. 

- 'ATELY OWNZD CONVEYANCE ._. 
[ I MILEAGE REIMBURSEMENT & PER DIEM L 

[ I MORE ADVANTAGEOUS TO GOVERNMENT COST OF COMMON CARRIER TRANSPORTAT 
DIEM AS DETERMINED IN JTR/JFTR 

6. STANDARD DOCUMENT NUMBER 

S.ORGANIZATIONAL ELEMENT 9 PHONE NO. 

I 

13. REASON FOR TRAVEL 

. 

(MIssIONESSEmIAL) 
17. 18. 19. 20. 

MODE OF 

# OF GOVT GOVT DAILY RENTAL TRAVELSrn 

DAYS QTRS MESS LODGING CAR PER ITT+! #2 

IITED TO CONSTRUCI'IVE 
)N & RELATED PER RATE PER MILE: 

I r x1 PEh 3IEK ADTHORIZED IN ACCORDANCE WITH JTR. [ ] OTHER RATE OF PER DIEM. (See Itinerary) 
:- - -i- _-- 
'2 23. ADVANCE AUTHORIZED 

ESTIMATED COST 

(a' PET ‘?M (b) TRANSPORTATION (c) MISCELLANEOUS (d) TOTAL, 

$ . I $ $ $ $ 
24. - ITEMS/REMARKS/REF 

t ’ 
-7 ,WR IDENTIFTTATION CODE 

27.ORDER AUTHORIZING OFFICIAL OR A WHENTICATING OFFICIAL (Title and signature) 28 DATE ISSUED 

DAVIDJ.NASH 325-0400 
pzimANDERlmVFAm 

LJD W. 'Y 1610-A (DFASWC-WC TEST FORM - PDRXTAC/OO5OW/14/1266 APPR0VAL) 

FYUTRTT 7 



NAVFAC FORM 2060/2 (S-96) 

I 
OFFICIAL TAD/TDY TELEPHONE CALL CERTIFICATION *Use fall hype: L for Lax-d, 

I FOR REIMBURSEMENT OF OFFICIAL TELEPHONE CALLS ON TAD/TDY LD for Long Distance. 

NAME 

i- 

TRAVELORDERNUMBER 

c. _- 

*CALL PLACE CALLED 
DATE TYPE FROM PLACE CALLED PURPOSE COST 

I The above calls were on official business. I 
I t 
I TRAVELER’S SIGNATURE 

I 

FXHTRTT ‘3 



TRAVEL VOUCHER OR SUBVOUCHER I P 
fComp/ele by typewriter, ink. or boll 

oint pen fPRESS HARD) do not useptncil) 

READ PRIVACY ACTSTATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM. 
lASTNAME FIRST NAME MlDDLE INITIALIP~I~~/TYJW QRADEJRANK SSN 

CHECK MAILING ADDRESSIInclude ZJPCodW DUTY PHONE NO 

ORGANIZATION AND STATION 

T~~ELOFIDERS~PUWN~~ S.O. No.. Jrrvinq Hq , Ww) Ilncludcammdin~ orden) 
. . 

PRIOR TRAVEL PAYMENTS OR ADVANCES UNDER THESE ORDERS /Amount. DO Voucher No.. LMte Rmived. P/am wid. 
01 LXJ Station No. I/none. IO stoteJ 

DEP 

ARR 

5 REIMBURSABLE EXPENSESICHARGE FOR 0EDlJCTlBl.E MEALS ’ f&e Item 24) 

DATE NATURE AND EXPLANATION AMT CLAIMED ALLOWED 

I I I 

I I 
B Low dimi-ict telephone calls are certified as necusw in the 

APPROVlNGOFFlCERf31 tJSCd8Oaj 

interest of theGovernment. I 
? TwsIMTA’B!MT3 111 none. so rtatr) 

NUMBER FROM TO 

8 LEAVE STATEMENT: dayt hours taken between and 

9. POCTRAVEL 0 OWNERIOPERATOR l.Saltcm Zldl 0 PASSENGER 

SIN 0102-LF-O13-2803 
10. FOR DO USE ONLY 
Do VOUCHER NO 

SUBVQUCHER NO 

PAID BY 

COMPUTATIONS 

SUMMARYOFPAYMENT 

Per Diem I 
Aclual Expense 

Mileage or Trenep Allowawes 

Reimbureeble Expenses 

Total Entitlement 

Lees Previous Pavmente I 
Less Voucher Deductions I 
Amt Charged to Acctg Class 1 
11 PAYMENT DESIRED 

0 CHECK och6H 

12 0 PER DIEM REC4lESTED 

13 BASRATE 

PENALN: The fzentily far willfully making a false claim Is: A MAXIMUM FINE OF SlO.OGU OR MAXIMUM IMPRISONMENT OF 5 YEARS. OR BOTH (U.S. cod+ Tclk Id. Smtim 267.) 

I hereby claim any unoum due me The statancms on face. rcyc~sc. and 
14 SIGNATURE OF ClAIMANT DATE 

p 
l ft&hcd ue INC md cmnpltie. Psymem or credit has not been mziwd. 

I5 ACCOUNTING CLASSIFICATION 

7. COMPUTED BY 18. AUDITED BY 10. NL RCRD POSTED 20 RECEIVED (Payusignatunwddate 01 check no J AbMMNTPAlD 
BY 

DD ,E'i~1351-2 Exrrption to SFIOIZ and IOl2a 
EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED approved by NARS. GSA Aprir 191 

EXHIBIT 4 
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AUTHORITY: 5U.S.C. 5701-5742,37 U.S.C. 404-427, and E.O. 9397. 

PRINCIPAL PURPOSE: Used for reviewing, approving, accounting and disbursing for official travel, SSN is used to maint 
numerical identification system for individual claims. 

ROUTINE USES: 

DISCLOSURE: 

To substantiate claims for reimbursement for official tra%l. 

Voluntary. Failure to furnish information requested may result in total or partial denial of amount 
claimed. 

22. CLAIMANT’S STATEMENT 

a. I have identified on the face of this voucher all travel in connection with leave, delay en route or travel to home or Permanent 

station for personal reasons. 

b. I have not claimed any allowances for travel, transportation and/or TDY for which I have or will receive reimbursement from 

any other agency of the U.S., Foreign Government, or the United Nations, except as specifically authorized by the Secretaries 

concerned. 

c. I hereby assign to the United States any rights I have against other parties in connection with reimbursable charges described 
herein associated with transportation procured at personal expense. 

d. If travel by POC was authorized as more advantageous to the Government I, as owner or operator of the vehicle, was primarily 
responsible for payment of its operating expenses. 

23. REQUIRED A-ITACHMENTS 

a. Original or copies of all travel orders and amendments. 

b. Traveler’s copy of transportation requests and MAC authorizations used. 

c. Receipts from transportation office for unused transportation request, totally or partially unused carriers’ tickets, and unused 
meal tickets. 

d. Receipts from carriers, copies of tickets, or required certifications if cost of transportation is claimed. 
,I. 

e. Receipts for lodgings and any item of expense claimed in excess of $15. 

f. Statements of nonavailability (Government quarters. mess and directed mode of transportation). 

g. Itemization of actual expenses on a daily basis when claim for reimbursement includes travel on an actual expense basis. 

24. DEDUCTIBLE MEALS 
Meals consumed by a member/employee when furnished with or without charge incident to an official assignment by sources 
other than a Government mess. (See JTR, Vol. I, App. J and Vol. 2, App. D for definition of Deductible Meals.) Meals furnished 
on commercial aircraft or by private individuals are not considered deductible meals. 
25a. SYMBOLS (Use IWO lelfers) 255. SYMBOLS 

MEANS/MODE OF TRAVEL REASONS FOR STOPS 
FIRST LETTER SECOND LETTER 

(1) TRNSPN REQ. . . . . . . . . . . T (5) AUTO . . . . . . . . . . . . . . . . .A (1) AWAITING TRNSPN. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . AT 
(2) GOVT TRNSPN.. . . . . . . . G (6) BUS . . . . . . . . . . . . . . . . . . . . B (2) LEAVE EN ROUTE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . LV 
(3) COML TRNSPN.. . . . . . . . C (7) PLANE.._ . . . . . . . . . . . . . . P (3) MISSION COMPLETE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . MC 

(own expeme) (8) RAIL . . . . . . . . . . . . . . . . . . R (4) AUTHORIZED DELAY. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..AD 
(4) PRIVATELY-OWNED (9) VESSEL.. . . . . . . . . . . . . . . V (5) TEMPORARY DUTY.. . _ . . . . . . , . . . . . . . . . . . . . . . . . . . . . . . . . .TD 

CONVEYANCE . . . . . . . . .P (10) MOTORCYCLE . . .._.. .M 

26. REMARKS 

27. APPROVED FOR PAYMENT (When required by individualservice regulations) 

DATE SIGNATURE OF AUTHORIZED APPROVlNGlCERTlFYlNG OFFICER 



STATEMENT OF ACTUAL EXPENSES 

REIMBURSSIBLE EXPENSES QTR. Cl612 AND Y4006J 

DATE 
ULODGING 

w4ErrL6 LAUNORY 
l WSSING U&i/ LOcAl. uOTHER 

19 BREAKF*ST LUNCH DINNER CLEANING TRANS? 

NOTES 

L’ Atech lod#tn# rrcript(rJ a8 #upporttn# docununttr). 

&’ Cart of each meal and tt~ to be rhown 01 ain& amount fthe 
coat of alcoholic bewra#er may not be included.) 

a1 Co#t of bmt lroIUpOrbtiOn and tipa betWeeNI Dbce# Of fOd#- 

in* or duty poinLI to and Porn pbcm where nwab am bkrn 
not o thrrwk wlmbumabk. 

‘/far Feer and ttpe to kllboyr and mddr; (b) lmmd tW to port- 
en and bagpwmm (Membrn or Uniformed &w&em tndkatw 
only thou her and ttpr vald to poti8rr and ba#ga#W~un and ot 
pbcer 4 lodghg. Fwa and tfpr at common eawier twnlnolr are 
wpamhly wtmbumabte.): IcJ t8bphone and CIevaphk chmfT~ 
for lod#tn# re*wruatlotu; Id) l rpenwr tother than thou ahown o 
lodging WC&W wlahd to lod#ing and uakt rwk8a Iucept &r 
bra, monicurbt& or mmrwr); fe) wbted taxer ant l erube 
charger on ollowab& ltrmr of l xpmn#e fotkt tlmn thor In not8 
If not included ekewhew. 

I, certify that itemized amounts are actual and necessary expenses 
(Type or Wnt Name) . 

incurred by me in performance of official travel for which I have not been reimbursed. 
IIGNATURE DATE 

DD FoRM 1351-3 1 JAN 70 S/N 0102 lf-013 3300 
EXHIBIT 5 



Travel of Emtrlovees c4604 

F. Data to Be Included in Reuuests. Requests should 
contain any of the following data that is relevant to 
the trip: 

1. specific reason for travel; 

2. whether meetings with technical, 
professional, or scientific organizations are 
involved; 

3. whether international conferences or 
meetings are involved; 

4. identity of the senior member of the party, 
whether civilian or military, including grade, 
full name, SSN. and branch of Service; 

5. names and title of foreign governmental 
contacts, if any; 

6. 

7. 

8. 

9. 

JO. 

11. 

roster of other employees or members of the 
Uniformed Services who also will be 
performing the travel, TDY, or TAD 
involved including grade. full name, SSN, 
and branch of Service: 

proposed itinerary showing complete 
identkation of places in or outside CONUS 
to be visited, the length of duty at each 
place, and the inclusive dates of travel; 

information as to any special arrangements 
which have been made such as provisions 
for use of special Government quarters, 
messes, open messes, motels, restaurants, 
etc.: 

any other information available indicating 
amount of expenses which may be incurred, 
amount of allowances necessary, or reasons 
why normal per diem will not suffice; 

reasons normal accommodations within the 
prescribed per diem allowance will not 
suffice; 

name and phone number of individual who 
may be contacted concerning this request. 

When any of the data in items 1 through 11 are not 
available, the request will so state. Each request for 
approval of an AEA after travel has been performed 
will be accompanied by a copy of DD Form 1351-3 
(Statement of Actual Expenses) or a detailed 
statement showing dates, items, and amounts paid. 
Vouchers or receipts are not to be submitted with the 
request for AEA, such documents are to be submitted 
to the disbursing/finance office. 

Ch. 349 11/l/94 C4M-7 

EXHIBIT 5 (a) 



NAVIO 4owlO IREV. b72, 
S/N OlGS.LF.OG34312 

DEPARTMENT OF THE NAVY 
INVITATIONAL TRAVEL ORDER 

TRAVEL ORDER NO. 

1. NAME /RW, mMdk. kst) DATE AIIROVEO 

L 

NONE ADDRESS 

UJSINEES ADDRESS 

RAMP AN0 LOCATION OF ACTIVITY ISSUING INVITATION 

I OAVS 

UFO” COMPLETION RETURN TO (‘bimt W)*n ,““.I bsS.“l 

2. Authority is granted for the performance of the above travel by commercial aircraft, rail, bus, Governmentoperated vshicle or aircraft or privately-owned auto- 
mobile. You are advised that the policy of the Department of Defense requires that in using commercial aircraft, accommodations selected will be the kest costly 
service which will permit satisfactory accomplishment of the mission of the traveler. 

3. If the above travel is performed by common carrier you will be provided Government Tramporation Requeste to exchmngs for terrier tickets, if practicable. If 
Transportation Requests are not provided you, you may travel by common carrier et personal expense. Reimbunrrment for the cost of transportation will be limired 
to one of the following: la) the least costly scheduled air service or the lowest cost class of accommodations available at the time reservations were made, fb) cost of 
tfw rail fare end a lower berth or the lowest first-class rail accommodation available at the time reservations were made, (c) actual cost of commercial bus fare. Trans- 
portation taxes paid at personal expanse are also reimbursable. If travel is performed by privatelyswned automobile, you will be reimbursed at the appropriate 
mileage rate, and for bridge, ferry, tunnel, and other highway tolls incurmd,whik in a trml status undar this order in accordence with the Joint Travel Regulations, 
Volume 2. The total reimbursement for travel performed by privately-owned automobile will be limited to the cost of trwel by the usual mode of common carrier, 
including per diem. You will keep e record of speedometer readings and expenditures for tolls for uee in submitting your travel expense voucher. 

4. Receipts and ticket stubs will be required to substantiate your claim for cost of transportation and subsistence for items in excess of b15.M). Receipts should air, 
be obtained for other reimbursable expenses, including official long distance telephone wllr These receipts will be arbmitted with your claim for reimbursement of 
expenses. 

(L TRANSPGRTATION REGUEST NUMBERS: 

1. ,%PENSES IN THIS ORDER ARE CHARGEABLE TO: 

Q ” S GOVERNMENT PR,NTING OFFICE: 1!375- 603.813/ 3453 z-1 
,! 

EXHIBIT 6 



DEPARTMENT OF THE NAVY 

NAVAL TACILITIES tINGINECillNC COMW~ND 

200 STOVALL STREET 

ALEXANDRIA. VA 22332 2300 IN OCFL” “CfEI ,cl 

Fron1: . . _- 

To: 91523 

Subj: FUND CITATION AND TRAVEL ORDER NUMBER FOR TDY TRAVEL 

It is requested that a Travel Order Number and Fund Citation be furnished for the 
following travel: 

Name of Activity requesting fu.nds 
Name of Traveler: 
From: To 
Approximate Date of Travel Approximate Number Days 
Purpose of Travel 
Car Rental Authorized (Please specify if car rental is/is not autllorized). 
J.O. W.C. Acctg. data given to _ in NAVFAC. , 

Phone # 

Thank You, 

From: 9 I523 
To: 

Date: 

The following fund citation and travel order number is fUrnished for travel: 
Travel Order Number: Fund Citation: 

/tppqxirtion 
Symbol k subhd 

Obja3 BucOn SUM-AIlOr Aulhorizsd Type Tango cost Code 
Clus Nlunk Number AcugAdy NlUllbcr 

Estinlakd cost Standard Document Number 

Transportation 
$ 

Per Diem Misc. Exp. Total 

The Standard Document Number and Travel Order Number are the same. 
Please forward one copy of processed travel order and one copy of filed claim to: 
NAVFACENGCOMHQ, 200 Stovall Street, Alex., Virginia 22332 Attn: Code 91523 

Thank You, 

EXHIBIT 7 



VISIT’ REQUEST PRIVACY ACT STATEMENT ON REVERSE 

VISITOR CLEARANCE DATA 

CHECK ONE 

OPNAV 5521’27 (REV. l-75) S’N 0107-LF-055-2235 
cl 

r-l 

REPLY REQUIRED 

REPLY ONLY IF NEGATIVE 
(SEE CURRENT EDITION OF OPNAVINST. 5510.1 FOR DETAILED INSTRUCTIONS) 

FROM ICOYPLPIE AOO”SSS OF IIEOUESTIffi ACTW”-“t DATE OF REOUES? 

SPEC,FIC PERSONNEL OR SECTION 
OF COYYAllO TO SE VISITED 

FOLD ON THIS LINE 

OURATlOn OF VISIT IARIWVEI IOEPARTI DEGREE OF ACCESS REQUIRED 

PURPOSE OF VISlT,KEYARKS (IF TWE VISIT 15 TO A CONlRAC7OR FACILWV. INCLlJOE CONTRACT NUMBER IF APFROFRh :I 



WJ S GOVERNMENT PRINTING OFFICE: 18.35-4.95-166 

- .- - 

THIS FORM MUST BE TYPED 1 DATE PASSPORT OR VISA 2 MAJOR SERVICE COMPONENT 

AUTHORIZATION TO APPLY FOR 
’ REQUIRED BY APPLICANT 

FOR VISA 

3 APPLICANT’S LAST NAME - FIRST NAME - MIDDLE NAME 4 APPLICANT’S DATE OF BIRTH 6 APPLICANT’S PLACE OF BIRTH 

9 SPONSOR’S LAST NAME - FIRST NAME - MIDDLE NAME 
0 Iif same a8 Item 3. check block) 

7 SPONSOR’S MILITARY RANK/ 8 SPONSOR’S SSN 
CIVILIAN QRAOE 

. . _- 

B APPLICANl-S CURRENT HOME ADDRESS AND ZIP CODE 
‘Include home and off&e telephone No. and area code) 

10 INTERIM ADDRESS WHERE APPLICANT MAY BE CONTACTED 
AFTER DEPARTING LOCATION INDICATED IN ITEM 9 ~lnclude 
telephone No. and name ofperson with whom reekiing) 

11 DESTINATION (Coun0y or 
COUnwe~) 

12 LIST SPECIAL ASSIGNMENT 13 PASSPORT WILL BE FORWARDED TO: (Inckdecomplelo mail@ 
REGUIRINQ PASSPORT *(See addrear ond ZIP Code) 
NOTE below) 

14. EST DATE OF DEPARTURE 
fFrom country in which applicant 
b currwtfly residing) 

15 PROPOSED LENQTH OF STAY 16 SIGNATURE OF AUTHORIZING OFFICIAL AND DATE 

17. AODITIONAL INFORMATION (Confinudon rhed may be added) 

18 TYPED NAME, QRAOE. TITLE AND ORG OF AUTHORIZING 
* OFFICIAL (Include con&e mazUng addmwe, TeL No. and ulpa code) 

g NOTE: If orrignmmt in to Attache’; MAAG; JUSMMAR stcurity Amirtance Liebdn Ofti (SAW); OSPor other Special Aduieory Group, e.g.. 
CENTO; or any particular arriRnmcnt that will aovem type and need for a palsport enter ruch information. U not. enter “Not Am&able.’ . .-- . . 

DD FORM ,056 - - -- 
1 MAR 77 

Replacea editIon OI 1 Nov 70 and 00 
Form 1068. Privecv Act Ststement 
1 act 76. whkh l)ro obsobtel 

ATTACH TO PASSPORT APPLlCATlON (FORM LISP-1 1) COP 
- 

DATA REQUIRED BY THE PRIVACY ACT OF 1974 

AUTHORITY: Secttone 3012,8012, 6031, Tltle 10 USC. 

PRINCIPAL PURPOSES: To provlde authority for tesue of a “No-Fee” pasepott and/or request for a vlea which Is an 
lndoreement stamped or wrttten on a paeaport, showing that it her been examined by the proper 
offlctala of a country and granting entry Into that country. 

ROUTINE USES: Informatton used In con)unctton wltb application for parrport/vlea and foreign travel. Information 
may be released to other DOD agenclee, various actlvtttes wlthln the Department of State, forelga 
embasalea and consulates. 

MANDATORY DISCLOSURE: II eervlce member/appUcant does not provlde tnformatlon by completton of thb form, a 
“No-Fee )L passport ~111 not be authortzed. 

EXHIBIT 9 



SUSPENSE CONTROL 

FOR USE RY APPLICANT OR ISSUING OFFICIAL 
ATE APPLIED FOR PASSPORT PLACE APPLIEU FOR PASSPORT COURT OR PASSPORT AGENT 

DATE PASSPORT RECEIVED 
IOM DEPARTMENT OF STATE 

I I 

FOR USE BY PASSPORTRECEIVING AGENT 
3 DATE OF PASSPORT ISSUE 4 PASSPORT EXPIRATION DATE 2 PASSPORT NUMBER 

DOCUMEF;IT(S) INCLUDED 6 COUNTRY AND DATE VISA 
‘ITH PASSPORT REDVESTED 

EMAAKS 

7 DATE PASSPORT RECEIVED 
WITH VISA 

B DATE PASSPORT MAILED 



DEPARTMENT OF THE NAVY 

NAVAL FACILITIES ENGINEERING COMMAND 
200 STOVALL STREET 

ALEXANDRIA VA 22332-2300 IN “CCLI REFER TO 

DATE 

From: Commander, Naval Facilities Engineering Command 
To: Office of Passport Services, Department of State 

Subj: LETTER OF JUSTIFICATION FOR OFFICIAL PASSPORT 

1. This letter is for the expediting of the passport for 
following information is provided: 

(name> , SSN . The 

a. Date of notification of required travel. 

b. Exact purpose of travel. 

c. Explanation of any delay between notification of the required travel and submission of 
application. 

I. M. THEBOSS 

EXHIBIT 9 (a) 



UNITES STATES DEPART~~ENT OF STATE I 
APPLICATION FOR 0 PASSPORT q REGISTRATION 

SEE INSTRUCTIONS-TYPE OR PRINT IN INK IN WHITE AREAS 

1. NAME RRBTWYE wom.ENAw 

- 

LASTNAW 

2. MAILING ADDRESS 

STREET 

Cl$gpE, 

COUNTRY INCAREOF I 
0 5 Yr. Cl 10Yr. Issue 

R D 0 DP 
Date 

End. # Exp. 

3. SEX 4. PLACE OF BIRTH Cii, State or Province, Country 5. DATE OF WRTH ‘ 6. SEE FEDERAL TAX SOCIAL SECURITY NUMBER 

Male Female Q?+QJ ii!EmiEo” Illlllll Da 

7. HEIGHT 6. COLOR OF HAJR 9. COLOR OF EVES 10. (Ama Code) HOME PHONE 11. (Ama Code)BUSlNESS PHO! 

I 
Feet Inches 12. PERMANENT ADDRESS (Stmet, City, Stmts, ZIP Cod.) 

I I I I I I I I I I I I I I I I I I 
13. OCCUPATION 

9 
9 

3 
14. FATHER’S NAME 

- - 15. MOTHER’S MAIDEN NAME 

BlRTHPlACE 

BIRTHPLACE 

BIRTH DATE U.S. CITIZEN 16. TRAVEL PLANS ~-‘wJ 
q YES 0 NO COUNTRIES DEPARTURE DA1 

BIRTH DATE U.S. CITIZEN LENGTH OF STA 
0 YES 0 NO 

17. HAVE YOU EVER BEEH ISSUED A U.S. PASWORT? YES 0 NO 0 lF YES, SUBMIT PASSPORT IF AVAILABLE. Cl Submitte 

IF UNABLE TO SUBMIT MOST RECENT PASSPORT, STATE ITS DISPOSITION: COMPLETE NW LINE 
NAME IN WHICH ISSUED PASSPORT NUMBER ISSUE DATE (MO.. Day, Yr.) DISPOSITION 

ltllrlrr mmm 
SUBMlT TWO RECENT 1S. HAVEYOlJEVERBEENYARRlED? 0 YES 0 NO DATE OF MOST 

IDENTlCAL PHOTOS RECENT MARRIAGE !nmt7 

WlWWED/DlVoRCED? 0 YES ON0 IF YES, GIVE DATE 

MO. Day Ye 
swJusf?sFuLLwlVrHNAM sP0usE.s BIRTHPUM 

19. IN CASE OF EMERGENCY, NOTIFY (~norr m T~WMIV mh row RELATIONSHIP 

FULL NAME 
@ma code) PHONE NUMBER 

I I 111111 I 

29. TO BE COMPLETED BY AN APPLICANT WHO BECAME A ClTlzEN THROUGH NATURALIZATION 
I IMMIGRA~D TO THE U.S. I RESIDED CONTINUOUSLY IN THE U.S. DATE NATURALIZED (MO.. Day. Yr ) 

I ,Fr;7.;‘) ITq(;.;‘), , g, m 1 

21. DO NOT SIGN APPLlCATlON UNYlL REQUESTED TO DO SO BY PERSON ADMINISTERING OATH 
I have not. since acquiring United States cftizenshii. pwfwmad any of the acts listed undar “Acts or Condiiions” on the raverse of this applicatii kxm (unless eXpfanato?I stalefw 

is attached) I solemnly EMW (or afMm) that the statementsmPdsonthieepplimtionaretrueandthephatographa~edisahuetikenessofme. 

- Subscribed and sworn to (afffmwd) befwa me mmm (s-u 
X 

Month Day Year 0 ckwkofcowtof 
0 PASSPORT Agent 
0 PoefalEmfMyee 

(sign A presence of person eufhofized lo accept eHication) 

(Signature of person authorized to accept eppketion) •I (vice) CowI US&At, 

22. APPLICANT’S IDENTIFYING DOCUMENTS 0 PASSPORT 0 f$M’J~ 0 OTHER(Sqec+fy) 

ISSUE DATE EXPIRATION DATE 
1-n 11 11 PLACE OF ISSUE m ~1 ~1 

Monfh Day Year MOflth Day Year - 

23. FOR ISSUING OFFICE USE ONLY (Applicant’s evidents of cItIzenshIp) 

No. 

ISSUED IN THE NAME OF 

_______________________I 
I 

0 Birth Cert. SR CR City Filed/lssuerJ: 

cl ~esspo~ Bearer’s Name: 

0 Report of Birth 

q Naturalization/CRizenship Cert. No.: 

0 Other: 

Cl Seen8 24. 

i 
APPLICATION APPROVAL 

I 
I Examiner Name 

: 
I Office, Date 1 

ReIurnad 

0 Affacfwd FEE EXEC. POST 
EXHIBIT 10 

FORM DSP-11 (12-87) (SEE INSTRUCTIONS ON REVERSE) Form Approvad OMB No. 14DMOO4 (Exp. 8/l 



UNITED STATES DEPARTMENT OF STATE 

PASSPORT APPLICATION 
FEDERAL TAX LAW: 

Section 60393 of the Internal Revenue Code of 1986 requires a passport applicant to provide his/her name Ml), mailing address (#2), date o’ h 
(#5), and social security number (6). If you have not been issued a social security number, enter zeroes in box #6. Passport Services will 1 
this information tothe Internal Revenue Service routinely. Any applicant who fails to provrde the required information is subject to a $509 pt.. _‘b 
enforced by the IRS. All questions on this matter should be referred to the nearest IRS office. 

ACTS OR CONDITIONS 
(If any of the below-mentioned acts or conditions has been performed by or applies to the a 

fl 
plicant. the portion which applies should be lined out, 

and a supplementary explanatory statement under oath (or affirmation) by the applicant s ould be attached and made apart of this application ) 
I have not, since acquiring United States citizenship, been naturalized as a citizen of a foreign state; taken an oath or made an affirmation or other 
formal declaration of allegiance to a foreign state; entered or served in the armed forces of a foreign state; accepted or performed the duties of any 
office. p or employment under the government of a foreign state or political subdivision thereof; made a formal renunciation of nationality either 
m the mted States or before a diplomatic or consular officer of the United States in a foreign state; or been convicted by a court or court martial 
of competent jurisdiction of committing any act of treason against, or attempting by force to overthrow, or bearing arms against, the United States, 
or conspiring to overthrow, put down, or to destroy by force, the Government of the United States; or having bean naturalized, within one year 
after such naturalization, returned to the country of my birth or any other foreign country to take up a permanent residence. 
WARNING False statements made knowingly and willfully in passport ap l&&ions or in affidavits or other supporting documents submitted therewith 
are punishable by line and/or imprisonment under provisions of 18 U S(? 1991 and/or 18 USC 1542. Alteration or mutilation of a passport issued 
pursuant to this application is punishable by line an&or imprisonment under the provisions of 18 USC 1543. The use of a passport in violation 
of the restrictions contained therein or of the passport regulations is punishable by fine and/or imprisonment under 18 USC 1544. All statements 
and documents submitted are subject to verification. 

PRIVACY ACT STATEMENT: 
The information solicited on this form is authorized by, but not limited to, those statutes codified in Titles 8, 18, and 22, United States Code, and 
all predecessor statutes whether or not codified, and all regulations issued pursuant to Executive Or&r 11295 of August 5, 1956., The primary 
purpose for soliciting the information is to establish citizenship, identity, and entitlement to issuance of a United States Passport or related facility, 
and to properly administer and enforce the laws pertaining thereto. 
The information is made available as a routine use on a need-to-know basis to personnel of the Department of State and other government agencies 
having statute 

‘3: 
or other lawful authority to maintain such information in the performance of their official duties; pursuant to a court order; and. 

as set forth in art 171, Title 22. Code of Federal Regulations (see Federal Register, Volume 42, pages 49791 through 497951. 
Failure to provide the information requested on this form may result in the denial of a United States Passport, related document, or service to 
the individual seeking such passport, document, or service. 

HOW TO APPLY FOR A U.S. PASSPORT. U.S. ~aasporta ara issued places of residence/physical presence in the United States and abroad 
only to U.S. citizens or nationale. Each person must obtain his or her before your birth. 

“? !?fGE A FIRST-TIME APPLICANT please complete and sub 
mit this application in person. (Applicants under 13 years of age usually 
need not appear in person unless requested. A parent or guardian may 
execute the application on the child’s behalf.) Each application must be 
accompanied by (1) PROOF OF U.S. CITIZENSHIP, (2) PROOF OF IDEN- 
TITY, (3) TWO PHOTOGRAPHS, (41 FEES (as ex 
of the following acceptance agents: a clerk of any P 

lained below) to one 
ederal or State court 

of record or a judge or clerk of any pmbate court accepting applications; 
a designated postal employee at a selected post off&; or an agent at a 
Passport Agency in Boston, Chica o. Honolulu, Houston, Los Angeles, 
Miami, New Orleans, New York, % hiladelphia, San Francisco, Seattle, 
Stamford, or Washington, D.C.; or a U.S. consular official. 

IF YOU HAVE HAD A PREVIOUS PASSPORT, inquire about 
eligibility to use Form DSP-82 (mail-in application). 

Address requests for passport amendment, extension of validity, or 
additional visa pages to a Passport Agency or a U.S. Consulate or Embassy 
abroad. Check visa requirements with consular officials of countries to 
be visited well in advance of your departure. 
(1) PROOF OF U.S. CITIZENSHIP. 

(a) APPLICANTS BORN IN THE UNITED STATES. Submit previous 
U.S. passport or certified birth certificate. A birth certificate must 
include your given name and surname, date and place of birth, date the 
birth record was Bled, and seal or other certification of the official 
custodian of such records. A record Bled more than 1 year after the birth 
is acceptable if it is su ported by evidence described in the next paragraph. 

IF NO BIRTH RECORD EXISIS submit registrar’s notice to that effect 
Also submit an early baptismal or ;ircumcision certificate, hospital birth 
record, early census, school, or family Bible records, newspaper or 
insurance files, or notarized affidavits of persons having knowledge of 
your birth (preferably with at least one record listed above). Evidence 
should include your given name and surname, date and place of birth, 
and seal or other certification of office (if customary) and signature of 
issuing official. 

fbl APPLICANTS BORN OUTSIDE THE UNITED STATES. Submit 
previous U.S. passport or Certificate of Naturalization, or Certificate of 
Citizenship, or a Report of Birth Abroad, or evidence described below. 

IF YOU CLAIM CITIZENSHIP THROUGH NATURALIZATION OF 
PARENT(S), submit the Certificate(s) of Naturalization of your parentis), 
your foreign birth certificate. and proof of your admission to the United 
States for rmanent residence. 

IF YOU &AIM CITIZENSHIP THROUGH BIRTH ABROAD TO U.S. 
CITIZEN PARENT(S), submit a Consular Re rt of Birth (Form FS-2401 
or Certification of Birth (Form DS-1350 or I?? 545). or your foreign birth 
certificate, parents’ marriage certificate, proof of citizenship of your 
parent(s), and affidavit of U.S. citizen parentis) showing all periods and 

(2) PROOF OF IDENTITY. If you are not personally known to the 
acceptance agent, you must establish your identity to the agent’s satisfac- 
tion. You may submit items such as the following containing your 
signature AND physical description or photograph that isa good likrnoss 
of you: previotm U.S. passport, Certificate oENaturalization or of C \- 
ship; driver’s license (not temporary or learner’s license); or govei .t 
(Federal, State, municipal) identification card or pass. Temporal1 or 
altered documents are not acceptable. 

IF YOU CANNOT PROVE YOUR IDENTITY ss stated above, you must 
appear with an IDENTIFYING WITNESS who is a U.S. citizen or per- 
manent resident alien who has known you for at least 2 years. Your 
witness must prove his or her identity and complete and sign an Atlidavit 
of Identifyin Witness (Form DSP-711 before the acceptance agent. You 
must also su mit some identification of your own. % . 

(3) TWO PHOTOGRAPHS. Submit two identical photographs of you 
alone, sufficiently recent to be a good likeness (normally taken within 
the last 6 months). 2 x 2 inches in size, with an image size from bottom 
of chin to top of head (including hair) of between 1 and l-3/8 inches. 
Photographs must be clear, front view, full face, taken in normal street 
attire without a hat or dark glasses, and printed on thin paper with a 
plain light (white or off-white) background. They may be black and white 
or color. They must be capable of withstanding a mounting temperature 
of 225O Fahrenheit (107O Celsius). Photographs retouched so that your 
appearance is changed are unacceptable. Snapshots, most vending 
machine prints, and magazine or full-length photographs are unacceptable 

(4) FEES. Submit $65 if you are 18 years of age or older. The passport 
fee is $55. In addition, a fee of $lOis charged for the execution of the 
application. Your passport will be valid for 10 years fmm the date of issue 
except where limited by the Secretary of State to a shorter period. Sub- 
mit $49 if you are under 16 years of age. The passport fee is $39 and the 
execution fee is$lO.Your passport will be valid for 5 years from the date 
of issue, except where limited as above. 

Pay the passport and execution fees in one of the following forms: 
checks-personal, certified, traveler’s; bank draft or cashier’s check, money 
order, U.S. Postal, international, currency exchange; or if abroad, the 
foreign currency equivalent, or a check drawn on a U.S. bank. 

Make passport and execution fees payable to Passport Services (except 
if applying at a State court, pay execution fee as the State court requires) 
or the appropriate Embassy or Consulate, if abroad. No fee is charged 
to applicants with U.S. Government or military authorization for no-fee 
passports (except State courts may collect the execution fee). Pay sn-*ial 
postage if applicable. 

FORM DSP-I 1 
124.7 



: :.$: : 

UNITED STATES DEPARTMENT OF STATE 
- 

APPLICATION FOR PASSPORT BY MAIL 
TYPE OR PRINT IN INK IN WHITE AREAS ONLY USE BLOCK LETTERS/NUMBERS 

1 STREETIRFDA APT* I 

R D 0 DP Date 

ZIP CCIJE 

SUBMIT TWO RECENT IDENllCAL PHOTOS 

NOT MANDATORY 

NAME 

Cll-f STATE DP CODE 

I 

TELEPHONE 

I I 

RELATIONSHIP 

I 

of the below-mentioned acts or conditions have been performed by or app 
7 

to the 
the portion which applies should be lined out, and a supplementary exp anatoty 

ed, signed, and made a part of this application.) 
[ have not, since aquirin 
made an affimtation or ot % 

United States citizenshi 
er format declaration o P 

, been naturalized as a citizen of a foreign state; taken an oath, or 

of a foreign state: accepted or 
allegiance to a foreign state; entered or served m the armed forces 

state or political subdtvision P t 
rformed the duties of any office, post, or employment under the Government of a foreign 

ereof; made a formal renunciatron of nationality either in the United States or before a 
itates in a foreign state; or been convicted by a court or court martial of competent jurisdiction of comnnttm any act 
overthrow, or bearing arms against the Umted States, or conspiring to overthrow, put down or destroy by orce 

WITH LIGM. SACKGROUND 

di or consular officer of the Unite< 
o P treason against, or attem 
Government of the United d 

ting by force I 
tates. 

WARNING: False statements made knowingly and willfull in ass 
H 85” 

rt 
imprisonment under the provisions of 18 USC 1001 and/or 1 US 

a plications or affidavits or other supporting documents are punishable by fine and/or 
1 42 l#e alteration or mutilation of a passport issued ursuant to this aepfiqtion is punishable 

b f$;;:t/or imprisonment under 18 USC 1543. The use of a passport in violation of the restrictions therein ts pumshab e by fine and/or tmpnsonment under 18 
J . 

P 

m I declare that the statements made in this application are true and corn 
are a true likeness of me, and that I have not been issued or included in a passgort issu eJ 

lete to the best of my knowledge and belief, that the attached photographs 
subsequent to the one submitted herein. 

-) APPLICANT MUST 
SIGN & DATE 

I Application Approval Evidence of Name Change 

0 Marrlage Ceh cl Court Order 

Date 

Place 

From 

II To 
FORM DSP-82 (2-93) 



_ _ 

WHAT DO I NEED TO SEND WITH THE APPLICATION FORM? 

1. Your most recent passport. 
2. A marriage certificate or court order if your name has changed. 
3. Passport fee of $55. 
4. Two recent (taken within the last 6 months) identical photographs with a light, plain background. 

For detailed information on the items to be included, see below. . 

1. YOUR MOST RECENT PASSPORT. Issued at age 18 or older in your current name (or see item f2 below) and issued 
within the past I2 years. If your passport is mutilated or damaged, you must apply on the DSP-11 Application form as specified below. 

2. A MARRIAGE CERTIFICATE OR COURT ORDER. If the name you are currently using differs from the name on 
your most recent passport, you must submit a marriage certificate or court order showing the change of name. The name change document MUST 
bear the official seal of the issuing authority. Uncertified copies or notarized documents can not be accepted. All documents will be returned to 
you with your passport. If you are unable to document your name change in this manner, you must apply on the DSP-11 Application form by 
making a personal appearance at (1) a passport agency; (2) any Federal or State court of record or any probate court accepting passport applications; 
or (3) a Post Office which has been selected to accept passport applications. 

3. THE PASSPORT FEE OF $55. Enclose the $55 passport fee in the form of a personal check or money order. DO NOT 
SEND CASH. Passport services cannot be responsible for cash sent through the mail. If you desire special postage other than first class (registered, 
special delivery, etc.) include the appropriate fee on the check. THE FULL NAME AND DATE OF BIRTH OF THE APPLICANT MUST 
BE TYPED OR PRINTED ON THE FRONT OF THE CHECK. MAKE CHECKS PAYABLE TO PASSPORT SERVICES. 

4. TWO RECENT IDENTICAL PHOTOGRAPHS. 
be a good likeness of you. 

The photographs must have been taken within the past six months and 
The photographs must be clear with a full front view of your face and taken on a light (white or off-white) background. 

Photographs may be in color or black and white and the image size must correspond to the dimensions on the diagram on the front of this foti. 
Photographs must be taken in normal street attire, showing you without headcovering unless a signed statement is submitted indicating that the 
headcovering is worn daily for religious or medical reasons. Dark glasses may not be worn in passport photographs unless a doctor’s statement 
is submitted supporting the wearing of dark glasses for medical reasons. 

MAIL THIS FORM TO: DELIVERY - Other Than U.S. Postal Service 

National Passport Center Mellon Bank 
p.0. Box 371971 Attn: Passport Supervisor, 371971 
Pittsburgh, Pa. 15250-7971 3 Mellon Bank Center, Rm. 153-2723 

Pittsburgh, Pa. 15259-0001 

NOTICE TO APPLICANTS RESIDING ABROAD 

FOR INQUIRIES CONTACT: 

National Passpoit Center 
31 Rochester Avhue 
Portsmouth, NH. 03801-2900 
Telephone: (603) 3344500 

United States citizens residing abroad CANNOT submit this form to the Passport Facility listed abow. Such applicants should contact the nearest 
United States Embassy or Consulate for procedures to be followed when applying overseas. 

NOTICE TO APPLICANTS FOR OFFICIAL, DIPLOMATIC, OR NO-FEE PASSPORTS 
You may use this application if you meet all of the provisions listed above. Submit your U.S. Government or military authorization for a no-fee 
passport with your application in lieu of the passport fee. CONSULTYOUR SPONSORING AGENCY FOR INSTRUCITONS ONPROPER 
ROUTING PROCEDURES BEFORE FORWARDING THIS APPLICATION. Your completed passport will be released to your sponsoring 
agency for forwarding to you. 

FEDERAL TAX LAW 
Section 6039E of the Internal Revenue Code of 1986 requires a passport applicant to provide his/her name, mailing address, date of birth and 
social security number. If you have not been issued a social security number, enter zeros in box. Passport Services will provide this information 
to the Internal Revenue Service routinely. Any applicant who fails to provide the required information is subject to a $500 penalty enforced 
by the IRS. All questions on this matter should be referred to the nearest IRS office. 

PRIVACY ACT STATEMENT 
The information solicited on this form is authorized by, but not limited to, those statutes codified in Titles 8, 18, and 22, United States Code, 
and all predecessor statutes whether or not codified, and all regulations issued pursuant to Executive Order 11295 of August 5,1966. The primary 
purpose for soliciting the information is to establish citizenship, identity, and entitlement to issuance of a United States passport or related facility, 
and to properly administer and enforce the laws pertaining thereto. 

The information is made available as a routine use on li need-tc4now basis to personnel of the Department of State and of their official duties; 
pursuant to a court order; and, as set other government agencies having statutory or other lawful authority to maintain such information in the 
performance of their official duties; pursuant to a court order; and, as set forth in Part 171, Title 22, Code of Federal Regulations (see Fedeml 
Registec Volume 42, pages 49791 thmugh 49795). 

Failure to provide the information requested on this form may result in the denial of a United States passport, related document, or service to 
the individual seeking such passport, document, or service. 

*Public reporllng burden for lhls culktlon of lnfontdlcn Is esllmated IO average 5 mlnules per response. lncludlng lime requlmd for searching eXlSlng data 
so”rces. gathering the neceosarydat& provldlng the Infom~Ulon requlmd. and m~iewlng lt~efirtal coIledIon Send W~~W¶S onthe accUraCy ot Ihls Wtlmate 
d the burden and mcommendallons for reducing k to: Cepanment of SlaIe (CWWCR) Wiuhlngton. Cl C ZC520-0284. and 10 the Calm Or Inlbim6Iti and 
Rw~uiatory AJMs. ortlce d Matw@menI and Budge1 Papenwk F%dwUon Roleci (1 ,ls-ceO), wmhlngmn. a c zca3 



REQUEST AND AUTtlORlZATlON FOR DO0 CIVILIAN P ERMANMT DUTY TRAVEL t. DATE REQUESTED 
(Rdo~cw Jolnc Tmvol R~#dd~~J 

TRAVEL AUTHORIZED HEREIN AS NECESSARY IN THE PUBLIC SERVICE 

REQUEST FOR OFFICIAL TRAVEL 
:. llAYL (I&W. Pbml. Ylddle IaitlmlJ 3. NEW POSITION TITLE AN0 GRADE OR RATING 

i RELEASfNG OFFICIAL STATION AND LOCATION. OR ACTUAL 
PLACE 0~ REsIOENCE 

S. NEW OFFICIAL STATION AND LOCATION. ACTUAL PLACE OF 
RESIDENCE, OR ALTERNATE DESTINATION - 

1 DUTY RIPOATINO OATL At NEW STATION 
I 

c PURPOSE OF TRAVEL 0 TRAVEL eCtWELN OFFICIAL STATIONS aRENEWAL AORLLMCNT TRAVEL 0 OTMLR 
fSp*cill) 

“Lt”“N CllOU OVERSEAS 1011 SLPARATION 

0 W;RN- 0 RAIL 0 AIR 0 OUI 0 OtNCR PR~VATCLV OWNIEO CONVLVANCE 

MODE OF 
fs~.=if~J 

0 AOVANTAOEOUS 0 AUtOMO@ILL RATCPEll 
‘RANSPOR U(LL 

TATION 0 COMMLR. 
CIAL TO Dt OLtLRMIN~O 8V 

0 OTMLR (s&mcifr) 

0 TIANSPORTATION OCCICLR 0 NOT AOVANTAOIOUS s 

I. PER OILY FOR EMPLOYEE AN0 OEPENB 9. ROUND TRIP TRAVEL, NOT TO EXCEED CALENDAR OAYS INCLUDING TRAVEL 

ENTS (if rpplicab1.J AUTHORIZED PER JTR. TIME aIS 01s NOT AUTHORIZED TO SEEK PERMANENT REStOENCE 

IO. TEMPORARY QUARTERS SUBSISTENCE EXPENSE 17 IS 0 I.5 NOT AUTHORlZED FOR DAYS 

‘1. 0 MISCELLANEOUS EXPENSES 0 REAL ESTATE EXPENSES 0 UNEXPIRED LEASE EXPENSES AUTHORIZE0 PER JTR 

12 DEPENDENT OVERSEA TRAVEL O’CONCURRENT 0 DELAYED 0 EARLY RETURN 0 NOT AUTHORIZED 

‘3. FROM TO 

rRANSPORTAT#ON 
OF DEPENDENTS 

AUiNORlZED 

NAYLS OF OLPLNDLNTS 
I 

ICLATIONSWIP DATL OF BIRTH (ChU&enJ 

II. u SNtPYENT OF NOUSENOLD GODOS AUTHORIZED NOT IN EXCESS OF 

FRO.4 TO 

(iW.1 Ild#hc In Pamd=J NONTEYPORARV STOlt 
a AGE OF HOUSEMOLD 

GOODS AUTNORlZED 

I 0 vss ON“ 
IS. OVERSEA SHIPMENT OF PRIVATELY OWNEO MOTOR VENICLE AUTHORIZED 16. ;:‘A”” AUTHORIZ- 

Tl)AVLL 

20. REQUESTING OFFlClAL (tld. d Sl@mtunJ 

I 

AUTHORIZATION 
22. ACCOUNTING CITATION 

tS. ORDER AUTRORIZRbG OFFICIAL vlrfe rd Sl#-h-J OR AUTHENTICATION 

ID Z’L 1614 S/N 0102. LF- 016.9200 

EXHIBIT 13 



NAVFAC FORM 4650/Y’ (5-96) 

TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE) 
FOREIGN TRANSFER ALLOWANCE (SE) 

WORKSHEET 

I PERSONS I LODGING 1 DAILY COST OF MEALS* @ 1 LAUNDRY TOTAL DAILY 1 

TOTAL FOR THIS PERIOD I 

* Receipts are required for Lodging expense, Laundry and Dry Cleaning (except coin 
operated) and any single expense exceeding $25.00 to include any meal expense for one or 
more individuals. 

Indicate in box the type of meal. “C” for Commercial W” for home prepared. 
Note: “Laundry” Coin - cost of washers/dryers, laundry soaps, etc. 

Other - Dry Cleaning expenses 

Use this space for additional explanation. (Show periods of TDY or any other deviations during 
period of Temporary Quarters.) 

EXHIBIT 14 



CLAIM FOR REIMBURSEMENT 
FOR EXPENDITURES 

ON OFFICIAL BUSINESS 

1. OEPAFITMENT OR ESTASLISHMENr. SUREAU. MVlSlClN Otl OFFICE 2. VOUCHER NUMBER 

3. SCJiEWLE NUMBER 

6. PAID BY 
I 

Read lhe Pnvacy Act Statement on the back of Ihis form. 
L NAME (LM, &I, miMlsmtd/) 

l- 

b. SOClAL SECURITV No. 

4. 
c 

%JDRESS (lnnws Z/P Gxie) d OFFKX lELEPHOME NUM9ER 

6. EXPENDITURES (If fare claimed in coL (sl exceeds charge fw one person, show in col (h) the number of additkxwl persons whkh accomparu~~ lhe 
claimant.) 

DAlE 

: 

ShowylpoP*k~htvl@): AMOUNT CLAIMED 
A-Local travel 

D B-Telephone or lelegreph. or %F 

E C-Other Expenses (lfemiz&) c FARE AOD TIPS Ah’0 
MILEAQE 

(E@8h l PM~%hm¶ h s#mM~ d8lti.J 
r&Z 

ofl TOLL z yscgs 

@I (Cl FROM Ia 10 (@ 10 (a) FI Irl 

i 

! 

I 
I 

I 

i 

I 

I I 
, 

I 
I 
l I 

I 
I I 

I I , 

i i i 

I 
I I 
I I 

i I I 

1 

I 

I 

/ 
1 

1 

I 

f 1 

I 

I 

I 

i 
i 

I 

f 
1 

: 
I I 
I 

: : i 

I 8 

if additional space is required continue on the back, ;~U&OlA” CARRIED FORWARD FROM ME 
i t I 

I I 

1 I 

7. AMOUNT CLAIMED (Total of cob. (0, (g) and fi].)b t TOTALS ; I I 

8. TMs claim Is 5ppmved. Long dtstance teleplrona calls, it &own, are certified 10. 
en nece555ry In th5 interest of the Government. (Note: If bng distance calls 

I certify that this cblm Is true end meet to the best ol my knWdge emI 

m rhchrded, Ihe Sc.rproving OhWaf must have been authonket$ kr wvitbg, by 
belle1 and that paymenl or credit has not been received by me. 

the head of the depatiment or agency to so certky (31 U&C iWo@.) PAYMENT DESIRED %mW~W 

Sbn WonlL 
q JCHECK OCASH 

I DATE 
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NAVFA JRM 465014 (Rev 5-96) 

METRORAIL FARECARD LOG 

ACCOUNTABILITY INVENTORY LOG FOR 91523 CUSTODIAN 

L DATE 
CUSTODIAN’S 
SIGNATURE CODE 

OUANTITY 
REC’D 1 ISSUED 

NUMBERS ISSUED 
FROM 1 TO 

QUANTITY 
BALANCE 

DOLLAR 
VALUE 

RETURNED 
QTY 1 ESTVALUE 

EXHIBIT i6 



MEMORANDUM 

From: Director, 
To: Person Designated 

Subj: DESIGNATION OF METRORAIL FARE CARD PRIMARY/ALTERNATE 
CUSTODIAN 

Encl: (1) NAVFAC Form 4650/6 

1. You are hereby designated as Primary/Alternate Metrorail Fare Card Custodian under the 
provisions of this notice. The dollar amount of fare cards that you can hold at any given time is 
authorized at: $ . 

2. Your duties and responsibilities as outlined in this notice are further defined as listed below: 

a. Request and return fare cards from/to 91523 as specified in this instruction. 

b. Treat fare cards as cash and control them by keeping them locked up at all times; only 
the custodian/alternate shall control the key/combination. 

c. Acknowledge responsibility for security of cards by personally replacing any card lost or 
damaged due to negligence while in your care. 

d. Ensure that fare cards are being used for official business before issuance. 

e. Maintain accountability for each fare card, including unused amounts of fare cards 
returned for new ones, using enclosure (1). 

f. Prepare an as-needed report for submission to Code 9 1523. 

From Person Designated (One from primary & one from alternate) 
To Director, Administrative Services Division 

I have read and accept the procedures and responsibilities of Metrorail Fare Card 
Primary/Alternate Custodian as stated above. 

(Signature) 

EXHIBIT 17 



NAVFAC FORM 4650/6 

From: Fare Card Custodian/Alternate (Code ) 
To: Travel Manager 
Via: Director, 

Subj: REIMBURSEMENT/ISSUANCE OF METRORAIL FARE CARDS 

Encl: (1) NAVFAC Form 4650/5 

1. Request issuance of Metrorail fare cards totaling $ to replace used fare cards Fare 
cards totaling $ in residual value are returned. Number of unreadable fare cards returned is 

2. Enclosure (1) lists all fare cards issued since last report and supports the following 
reconciliation: 

Fare Cards Authorized L- 
Minus fare cards on hand* K-- 
BaIance L--- 

*Includes unused fare cards and partially used fare cards with readable residual value. 

EXHIBIT 18 



NAVFAC; rORM 465015 (Rev. 5-96) 

METRORAIL FARECARD LOG 

ACCOUNTABILITY INVENTORY LOG INDIVIDUAL CODE CUSTODIAN AUTJ!IORIZED# VALUE % 

DATE 
RECEIVED/ 

ISSUED 
SIGNATURE 

OF FUXIPIE3JT CODE DESTINATION 

CARDS RECEIVED 

QTY NO. VALUE ISSUED RETURNED USED 
I 

I 

+ 

BALANCE 

EXHIBIT19 



NAVFACINST 465 1.4B 
FAC 915 
27 September 1996 

SECTION VIII . . 

REFERENCES 

(a) Joint Travel Regulations, Volume I (Military) and Volume II (Civilian) 
(b) OPNAVINST 5050.3 1B of June 89, Reduction in Military and Civilian Travel Costs 
(c) NAVFACINST 5050.12G of Apr 89, Conferences and Working Group Meetings 
(d) CNO Washington DC 1322552 Sep 95, Use of Commercial Travel Offices (CTOs) To 

Obtain All Lodging 
(e) CNO Washington DC 30 19082 Apr 93, Transient Lodging Policy 
(f) BUPERINST 11103.1C, 20 May 94, List of Activities w/BOQ 
(g) OPNAVINST 5510.1H of Apr 88, DON Information and Personnel Security Program 

Regulation 
(h) OPNAVINST 465O.llF of May 89, Policies and Procedures for Official Temporary Duty 

Travel to Military and Civilian Installations, Activities, and Units 
(i) BUPERlNST 1320.6E of Jan 89, NATO Travel Orders to and Within the NATO Countries 
(j) PSDCCNOTE 7200 of 20 Mar 92, New Public Voucher Document Requirements 
(k) NDWINST 4650.3B of 7 Feb 94, Washington Local Commuting Area 
(1) ASN(FM) memo of 20 Jun 95, Travel Reengineering Implementation - Travel Charge Card 

Procedures 
(m) NAVCOMPTNOTE 7300 of 29 Nov 93, Travel Advance Via Automated Teller Machines 
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